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E-MORRIS Introduction

0 E-MORRIS is GSA’s system that supports billing and inventory for the Networx contracts.

o E-MORRIS enhances MORRIS functionality for Networx, but is a separate website with separate access.
0 URL: https://emorris.fasbilling.gsa.gov

o0 There are three levels of Agency access to the website:
o Public — general info, account registration forms, reset password form
o0 Agency User — inventory and billing, depending on approval of Agency DAR Admin
0 Agency DAR Administrator — Agency user, plus screens to manage other accounts

o This briefing covers the following topics:
o Inventory and billing process overview
Website account registration process
User account set-up and navigation
Networx inventory screens
Networx billing reports
Manage Users screens (for Agency DAR Administrators)
E-MORRIS help and contact info 2
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Inventory and Billing Process Overview

o Inventory Process (could be daily on business days)
o0 Load vendor Service Order Completion Notice (SOCN) to inventory database
o0 Check against Pricer and report errors to vendor (vendor may send corrected SOCN)
o Postinventory data to tables for web access

o Billing Process (monthly)
o Load vendor invoice, detail billing and adjustment files to billing database
0 Balance invoice to detail to ensure accuracy of billing data
0 Run verification check for:
Elements populated
SOCN for each order; billing consistent with SOCN
Correct prices
No duplicate billing
No over 90 day billing
Exceptions feed into disputes process (centralized only) and SLA count
0 Run customer billing (centralized only)
o Feedto IPAC process
o0 Post data to tables for billing web reports
o View/print, download data, data layout

©O O OO0 OO
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H O m e Pag e (p u b I I C aC C eS S) EOR L[J);A\e-rrpl\[?gf)ijj/\:/ord required.

E-MORRIS |
M maton Tonnoiogy Servioes T o Agency users must be authorized
by the Agency DAR Administrator.

G5A Info

E-MORRIS
MORRIS
TOPS evBil o Agency must have a copy of the

TOPS Ordering Enhanced Monthly On-Line Records and Reports of Information Technelogy Services

GSA Home Welcoms to GSA's web site for Networx Biling and Inventory Management DAR Ad mInIStratOI’ Ietter OI"I fl |e

GSA Networx

GESA TSMs (GANMs) W I t h G SA .

Networx Unit Pricer
Networx Agency Pricer

This is a Restricted Site
E-MORRIS Info

o

3 ways to get an account:

. “fou muet be a registered u=er in order to access thiz website. If you are currenthy
User Guide registered, please enter your User Name and Pas=word to log in.

- Faa 0 Register Now form (any user)
= Hews
- Contesits Login Now o0 Multiple Users form (DAR
— | Admin)
ik h b Password | | o DAR Admin can create through
0 L_|n s to other we web screens
sites (access
controlled Separately Register Now Forgot Password Other Login Problems

o If you have an account and forget your
password, click Reset Password and

enter your email address.

as required)

1 WARNING:
0 Llnks to general This is a U.5. General Services Administration Federal Government computer system that is
1 1 "FOR OFFICIAL USE ONLY". This system is subject to monitoring. Individuals found performin
information about E- ) ‘ o performing 4

unauthorized activities are subject to disciplinary action including criminal prosecution.

MORRIS
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Account Reglstratlon Screen

Thiz form registers one user
for an E-MORRIS account. If
you are a DAR Administrator
and wish te register multiple
uzers, please click here to
download a form.

Pleaze enter your contact
information into the fields at
the right.

* Indicates that vou must
provide this information.

Please make sure to provide
a valid email address. You
will be contacted at this
address when your request
has been processed.

Please enter at least one
Agency Hierarchy Code
(AHC). ou must enter at
least two characters; you
may enter up to 28. A partial
AHC means access to all
AHCs starting with those
characterzs (e.g., "47” means
you are requesting all AHCs
starting with 47. If you enter
47, you don't need to enter
levelz that roll to it, &.q.,
4712, 47001234). You may
enter multiple AHCs, either

E-MORRIS Registration Request Information

# Email Address | Emormis. u=Er@agency.gov

First Hame |Emc|rris |

#* Last Hame | User |

CEG_EEC_EGEE |

#* Phone

Address |123 Mountain Road

West Glacier

City

sue 7|

* Agency |TEM
Hierarchy | TE03
Code(s)

# Module
Access

Networx Inventory

[l Networx Biling

Comments |1z iz a demo request for E-MORRIS access

#* Indicates a Required Field

m Submit Request

o

Form accessed through Register Now button on the E-
MORRIS home page.

Submitted form populates a request table in E-MORRIS.

Agency DAR Administrator and GSA get a system email
with request information, and can access the request
through a web screen.

User gets a system email with UserlD and password,
once the DAR Admin or GSA has created the account.

Agency Hierarchy Codes

(0]

(0]
(0]
(0]

Identify your requested level of data access
You must enter at least two characters
You may enter up to 28 characters

The more characters you enter, the more your access is
restricted*, e.g..

o Ifyou enter TE, you get all AHCs starting with TE

o If you enter TEO0O000000000000000000000000,
you get only that AHC.

You may enter multiple AHCs (separated by ; or on a
separate line)
)

*Note: AHC access actually granted is subject to DAR Admin approval, and may be different from what is requested.



U.S. General Services Administration

Federal Acquisition Service

Multiple Users Registration Form

0 Downloadable form accessed through link

Tﬁ‘l’::::‘:::’:u be an Agency Transition Manager or Agency DAR A(Ininiumtol to use this form" *** o n Reg ISter N OW page Or ContaCt U S pag e "
A At s o acemes o EMORELS Bl anir fmeribny. o Agency DAR Administrator emails the

""" 1 s torm does not Imply a single accourt for all applications. It 1S only a streamimed method of requesting access.”*** Completed form to the FAS B”“ng Help

Pleass com plete this form to indicate your approval for users in your agency to access GEA applications. Desk (fasb I | | I n g . h elp @ gsa g OV) .

Check the boxies) next to Agency Transition Manager andfor Agency D AR Administrator asthey applyto you.

Please include the information for yourzelfas the agency authorizing official (Agency Transition Manager andior Agency D AR Administrator).
Wou may authorize m ultiple wsers and include them on this form

E msil the completed form to fashilling.help@asa.gov

GSA creates the requested accounts.
0 Each user gets a system email with User

o

Request Type: For each user, checkthe box to Createa NewAccount, Modity an Exsting Account or Delgte an Existing Account
Access Pemissions: ID and password, once GSA has created
Agency Hierarchy Codes: EMORRIS access izlimited to the Agency Hierarchy Codes (4H Cs) listed on this form . th

e account.

A partial AHC means that a user gets access 1o all AHCs starting wih those characters (8.0, an AHC of "TE" means that & user gets access

to all AHC s garting with TE).
“fou must erter st leas the first two characters. You may enter upto 28 characters.

YuTuEuDu1 TJT%TD;wzgrf;?;menumr level 8HCs for & user it you erter the higher levels (e 9., 11 you enter TE for & user, you do not need to enter Agency Hierarchy COdeS
Functionaiiy: Focsssinptos #ewisidovelond saamiios Thar 1 ao e o uptoad nchamslty fr heos MGAUES. o Identify requested level of data access
Exampis complsted fanm: 0 You must enter at least two characters
Felt e st Heren Rewes Amsper““sﬁzm R 0 You may enter up to 28 characters
HE c 0 The more characters you enter, the more a
HELE: 8 | ewonns user’s access is restricted, e.g..
HEE £ £ o Ifyou enter TE, user will get all AHCs
E % E Agency Hierarchy Codes to Access %@ EE E Startlng Wlth TE
First Name | Last Name Ernail Address Phone Humber fgency Name 5|28 List =il E8 |3 E ! (0] If yOU enter
e P T s TE00000000000000000000000000,
e e SRR E=E=s user will get only that AHC.
rast er testusai@ageneyqo | 1225656000 |7EST Aserey x reor P I . o] You may enter multiple AHCs
Ry | Aot new. decount@agency.gov 123555- 700 |TEST Sub-Agency x ;Eg?::zgmxxvzwoww(xmowo 5 i = 6
TE O EF GHFX X 12 380000 X XF 0000 X X
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Navigation and Account Set-up

A E'MORRIS Welcome Demo Adara | My Account | Logout
G S BN Enhanced Maonthly On-line Records and Reports
of Infarmation-Technology Services
Home Billing Reports Manage Users

Home User Guide FAQ News ConfactUs
Home > My Account

My Account 0  Must change password and accept Rules of Behavior
m Change Password on |n|t|a| |Og-|n
m Change My Motifications User Name DEMO.ADARA@AGENCY.GOV
@ Chenee Ty reerences First Hame [Demo | o  Standard web site navigation
Last Name |Adara | o Tabs across top for modules
Address 321 Desert Highway | o Links (sub-tabs) underneath for pages within
City|LﬂsVegas | mOdUleS
o[ | o Click on My Account link in top right corner to:

| o Update POC info - optional

o Change Password - required every 90 days
o Change system notifications - optional
o]

Change navigation preferences — optional
unless you have more than 500 Agency
Hierarchy Codes (see slides 28-31 for more
info)

Email Address |

Telephone |123-555-5000

v
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Navigation and Set-up (continued)

My Account task screens Hiome > My Acuount o  Options available for all users

My Notifications o Ifyou are an Agency DAR Administrator/ Account
Manager, you can set these options for your
® Change Password users (see slide 41), as well as yourself
Notify me when these events occur [ ] Change I.1}r Maotifications h h . h h
S m Change My Preferences 0 However, users can change the settings throug
Agency Reports Available for Month thelr own accou ntS .
ez
forManonelUs o1 R 0 Change notifications — options for getting system emails
Notify Me When a Registration is Received . .
ves o Billing reports available
[ save | Cancel | 0 Registration request received (option for DAR Admin account only)
My Preferences . . . . .
o] Change web site preferences — options for changing navigation defaults
— o Download format — recommend tab delimited (TSV)*
Download File Format o Alternative start page after log-in — default is Home
Alternative Start Page 0 Rows per page — default is 30
Rows per Page v 0 Include column headers — default is yes
Includs Column Headers in Download File [ ves v o Default report when first clicking on billing tab — default is MSOA
EZ’Z'STT:!!.’Zi oovees | 0 AHC selector type — default is dropdown
ErYIDE SUmimal v . . . . . .
AHC Selector T — o  Changing these settings is optional, with the exception of AHC Selector
ype [ Popup List Drilldown (wi filters)  [%#] .
Type IF you have more than 500 AHCs (see slides 28 — 31)
Fsove Tooreer]

8

*Note: Default download format is comma delimited (CSV), but there is an issue in which Excel translates AHCs to scientific notation. TSV format negates the issue.
If you don’t set the default here, you can choose TSV format for any report by clicking on the down arrow next to the Download icon and selecting tab delimited.
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Networx Inventory Management (NIM)

browse screens — active, history and shared tenant

Browse Inventory Browse Inventory Histo

Home = Netwone Inventory

Browse Inventory

NI Active Errors

Contract Contracto AHC Starts With...|_E

Service | All V|0rUBI|

Advanced Search Options:

Service 0rder|‘lo|

ASRH |

ﬂ Customize Query IJ.% Printer Friendhy Download

Download Phene Ne Range

HNIW History Errors

ﬂ Custom ﬂ Custem Phene No Range

Shared Tenant

0 Populated from vendor SOCN files

0  Query by AHC or UBI. Additional
filters optional.

Click on View to see detalls.

0  Add report fields via customized
guery icon.

o

0 Select, filter, sort on any field via
Custom icon (see slides 32-36).

0 Download contains all Gov't-
requested J.12.2-4 (SOCN) fields.

VIEW  CONTRACT CONTRACTOR ORIGINATING NIC ASRN AHC uBI SERVICE CLIN SERVICE ORDER NO  UNIT PRICE
LI |vniversal|vVenderl  |TEZ0SCHICO01 |TEZSTASRNTE0S|TEZ02000000000000000000000000(TESTURBITZOR|VS 0019003 | TESTSCNOOS 1
Universzl|Vendorl TEOSCNICO01 |TESTASRNTEOS|TE0S000000000000000000000000|TESTUBITEDS|TFS 0034002 | TESTSONCOS .01 (0] V|eW inventory history Via the Browse
LI |Universal|Vendorl  |FTEMMDARUST |TEZSTASRNTZOS3|TEZ03000000000000000000000000|TZSTURBITE0S|ELS 0760311 |38931-1 16.05 |nvent0ry History ||nk
Universal|Vendorl |CIMAMDOSUS7 |TESTASRNTE03|TEZ03000000000000000000000000|TESTUBITEOS|FLS 0760311|32931-1 136.96
View iversal|Vender FTGMMDARUS7 |TESTASRNTEOS|TZ0300000000000000000000000¢ ESTUBITES 078t 8931- z H H
e e e e o Viewshared tenantinventon for
Universal|Venderl |CLMAMDOSUS7 |TEZSTASRNTEZ03|TZ03000000000000000000000000|TESTURBITE0S|FLS 0760111 |38931-1 321 consoliaa e Switches via e
Universal|Vendorl |TEZ06CNICO01 |TESTASRNTE0S|TE06000000000000000000000000|TESTUBITEOS |MNS 0280351 |TESTSCNCOS 74.9 Shared Tenant llnk 9
Universal|Venderl  |TEZ0SCHICOO01 |TESTASRNTEZ0S|TEZ03000000000000000000000000|TESTURBITEOS|ACS 0263003 |TZSTSCNCOS o
LD |Universal|Vendorl  |TE0SCNICO01 |TESTASRNTE0S|TEZ0S000000000000000000000000|TESTUBITEOS|ACS 0269002 | TESTSCNOOS i
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NIM error reports — active and history

Welcome Emorris User | My Account | Logout

Report of SOCN errors
found and reported to
vendor.

Home > Networx Inventory > Daily SOCN Error Report

[ tome YR iing Repors
Browse inventory History

Prowse lnventory v NIM Active Errors NI History Errors

NIM Active Errors

AHC Starts With...

Load Date | -All Dates- vl Contract \ All

v | Contractor | Al

v =

E Printer Friendly

Active errors link shows
open errors. History errors
link shows corrected errors.

Shows all NIM fields, plus

Dowithad = error deSCI‘IptIOHS.
Vendor - Contract 1D ug! HNim | Load Date Error Code DAR Qrig NIC Term NIC ASRN Orig Jurisdiction Term Jurisdiction ReceiptDate AHC
1 1 TESTUBITE0S|0263002 SONICO001]09-MAY-2008 05:15:03 PM|X T TE0SONICO01|- TESTASRNTE0S/120033 = 28-FEB-02 |TE09000000¢ .
1 1 |TESTUBITEQS|0034002TEQSONICO01|0S-MAY-2008 05:15:03 PM|130 TESTDARTEZOS|TEQSONICOOL |~ TESTASRNTEQS|120033 L= 04-FEB-08 |TE09000000! Select, fllter, Sort on any
1 1 TESTUBITE09|0265009TZ09ONIC001|03-MAY-2008 05:15:03 PM[X TESTDARTEZOS|TZ090NIC001 |- TESTASRNTZ05]120033 - 28-FEB-08 |T2050000001 . - .
2 1 TESTUBITE04|0521144CL 7-APR-2008 05:05:47 AM|18 TESTDARTEO4 |CLEXOHS5U28 |- TESTASRNTZ04]120033 = 23-JUL-06 |TE04000000/ fleld Vla CUStom ICOn (See
z 1 TESTUBITEO04|0639017CLEXORS5U28|07-APR-2008 7 aMjis TESTDARTEO4 |CLEXOHS5U28 |- TESTASRNTE04[120033 - 23-JUL-06 |TE040000001 S”des 32-36)
2 1 |TESTUBITZ05|0094008ABLNTXOSMAZ [31-MAR-2008 11:52:47 aM[18 TESTDARTEOS|ABLNTX03MAZ |- TESTASRNTZ05/120033 = 01-OCT-06 |TE05000000/
2 1 TESTUBITEOS|0059013ABLNTXO3MAZ |31-MAR-2008 11: Axjis TESTDARTEOS|ABLNTX03MAZ |- TESTASRNTZ05]120033 - 01-0CT-06 |TE05000000!
2 1 TESTUBITEOS ABLNTXO03MAZ |31 AM|18 TESTDARTEOS | ABLNTXO03MAZ |~ TESTASRNTZ05]120033 = 01~-0CT-06 |TE05000000
2 1 TESTUBITE0S|0099011ABLNTX03MAZ |31-MAR-2008 147 aM|130, =20, 18|TESTDARTEOS|ABLNTX03MAZ|- TESTASRNTZ05]120033 - 01-0CT-06 [TE05000000! Vendor errors can Only be
2 1 TESTUBITEOS|0093011ABLNTXO3MAZ |31-MAR-2008 11:52:47 AM|20 TESTDARTEOS |ABLNTXO03MA2 |~ TESTASRNTE05]120033 - 01~0CT-06 |TE05000000! Corrected by a new SOCN
2 1 TESTUBITEQ4|0921244CLEXOHS5U22|07-APR-2008 147 aMjie TESTDARTEO4 [CLEXOHISUZE (- TESTASRNTZ04|120033 - 23-JUL-06 |TE04000000!
2 1 TESTUBITEO4 |0921344CLEXOHI5U28|07-APR-20028 09:05:47 AM|1ie TESTDARTEQS |CLEXOHISU28 |~ TESTASRNTE04]120033 - 23-JUL-06 |TE04000000/ fl’0m the VendOI’ - GSA
2 1 TESTUBITEQ4 |0630006CLEXOHISU28|05-APR-2008 1 AMjie TESTDARTEO4 |CLEXOHISU28 |~ TESTASRNTE04]120033 o 23-JUL-06 |TEQ4000000! dOeS not Change Vendor‘
2 1 TESTUBITEQS|00S4003ABLNTXO3MAZ |31-MAR-2008 11:52:47 AM|18 | TESTDARTEQS |ABLNTXO3MAZ |- TESTASRNTEZ05|120033 = 01-0CT-06 |TEQ5000000!

SOCN data.

10
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Billing Reports

Billing Summary — total charges by vendor and contract

MSOA — charges by Networx service type and category

Service Summary — charges by Networx service

Call Detail Summary — usage charges by phone/card number

CLIN Detail — charges by CLIN

Conferencing Services — charges for audio, video and web conferencing services
Vendor Adjustments — detail of vendor adjustments

GSA Adjustments — detail of GSA adjustments (central only)

Charges by Service — total charges by AHC and service (download only)

UBI Summary — charges by vendor Unique Billing Identifier

GSA Disputes — detail of disputes filed by GSA on behalf of Agencies (central only)
Vendor Disputes — detail of disputes as provided by vendors

Update LOA — reference list of central billed, billing level AHCs with BOAC and LOA

O OO0 O0OO0OO0OO0OO0O0OO0OO0OO0oOOo

o

All reports apply to central and direct billing, unless noted above.
All reports have printer friendly and download options, unless noted above. 11
o Data layouts are available with the download files, and in the billing report user guide.

o
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MSOA / Reports Availabi

o E-MORRIS “bill period” is the usage month

o0 The vendor invoice is delivered by the 15" business day of the
following month (approx. the 21st or 22nd)

o0 E-MORRIS billing reports are available 2 months after the usage

month (between the 10t — 15" calendar day)

o For example:

U.S. General Services Administration

Ity

Select Report Criteria

Bill Period Vendor | Vendor2 v | Contract | Universal | AHC | TED1

delivered by Feb
21 or 22

Usage Vendor Invoice E-MORRIS IPAC / Bill
Reports (central)
Jan1l-31 dated Feb 2008, dated Jan 2008, dated Jan 2008,

posted between
Mar 10 - 15

billed between
Mar 22 — 28

12
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Billing Summary Report

A E'MO RRIS Welcome Emaorris User | My Account | Logout
G S PR Enhanced Monthly On-line Records and Reports
of Infarmation-Technology Senvices
[ ome | imventory JETTFEEI)

Summary MS0A Service Summary Reports  Charges by Service Adjustment Reports  Detail Reports  Summary Reports  Dispute Reports

Home > Billing Reports > Summary

Click to Select
=E

BrReports CentraliDirect (0] H |g h est Ievel

24l Biling Reports

- 1 summary of charges
~EuMsoa

) Service Summary Reports @ Hide Selection Box %Printer Friendly Duwnluad @ user Guide ﬂCUStUm by Networx Vendor
H Communications Transport and Contract

P Based Networx Billing Summary By Month
B Optical
B Management/Application Agency Hierarchy Code: TEQ1000000000000000000000000 Bill to AHC: TEQ1000000000000000000000000
Security Agency Name: Agency ED1EFG BOAC: TESTOM

Special Line of Accounting: CentraliDirect: Central O Q u e ry by AH C an d
s Central/Direct

Access
Miscellansous January 2008
B Charges by Service
FAdjustment Reports Vendor Total Universal Enterprise

19 G54 Adusiments pr— prpmm e Py 0 Link from amounts to
Vi A — w0973 203,736.33 20599340 corresponding MSOA

|3 conferencing Services
I8 CLIN Detail
CFSummary Reports

Call Detail Summary

N There are multiple ways to navigate through the billing reports:
e e 0 Reportlist to the left of the page (you can hide or show this list as you choose)

8 Vendor Disputes 0] Links across the top under the Billing Reports tab 13
0 Links from within summary reports to lower level reports

Select Report Criteria AHC .TE01 0000 0000 0000 0000 0000 0000 - Bil ¥ E2
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Monthly Statement of Account (MSOA)

Select Report Criteria

Bill Period | Jan 2008 v Vendor | Vender2 % | Contract | Universal VlAHC ‘ .TEO1 0000 0000 0000 0000 0000 0000 - Bill v‘
Break On Central/Direct

o High level summary of
@H\deSe\ecﬁun Box %PrinlaanendN ﬁ]nuwmgau @Useerua ﬂmsmm Charges at SerVICe Type/
o Vendor Category level

G S ""\ Monthly Statement of Account
January 2008
Billing Level

Contract: Universal Bill to AHC: TE01000000000000000000000000 H H
o Query by Bill Period,
Agency Hierarchy Code: TE01000000000000000000000000 BO

Line of Accounting: CentraliDirect: Central Vendor’ Contract’ AHC and
oL S Central/Direct

Usage Usage onthly Taxes & Vendor GSA Total Networx
Networx Services Volume Amount Recurring HonRecurring Surcharges  USF  PICC  Adjustments  Total Charges  Adjustments Charges
Telecommunications Services
W’Lﬂ 00 26482 255172 £.041,05 218.88| 22015 0.00 5.00) 11,389.73 (1.850.82 9,738.91 O LI n k fro m th e N etWO rX
IP Based Services 0o 26827 185 28 000 0.45 0z7| o000 (410.25) 57.10 18100 133.90) .
Optical Services ) 00 ooo| 15507450 0.00 0.00 0.00 0.00 0.00 165,074.50 0.00 155,074.50 S I t th
::xi‘:ﬁe'“m’"“”‘“"”s 0.0 523.00| 157,82458 8,041.05 217.44| 33042 0.0 (415.25) 166,521.33 1,841.82) 164,679.51 e rVI Ces CO u m n O . e
ding S
A—L;ﬂ:rr“:c:;"em and Aoplication 2400| 121348 157852 812120 399.22 0.00 0.00 0.00 11,310 54 0.00 11,310.54 goljrrl;ﬂlerf]g? n rlen 0 rt e rVI Ce
Security Services 00 ooo| 1ogssts 14,150.00 200.00 0.00 0.00 0.00 2643413 0.00 2543413 y p
Special Services 00 0.00 0.00 2,140.00 0.00 0.00 0.00 0.00 2,140.00 0.00 2,140.00
Uireless Services 00 0.00 16847 0.00 .88 0.00 0.00 0.00 172.45 0.00 17245
Access Services 00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Miscellaneous 00 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Federal Relay Service 00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total Charges 2400| 173658 170,263.41 32452.35 1,220.64| 33042|  0.00 [415.25) 205,578.15 [1,841.82) 203,736.33

14

For questions conceming this report, please contact the FAS Billing Help Desk at 1-877-844-8677 or fasbilling.help@gsa.gov.

THIS IS NOT A BILL DO NOT PAY
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Service Summary report

U.S. General Services Administration

High level summary of
charges at Service level

Select Report Criteria

Bill Period | Jan 2008 Vendor Contract AHC [ TED1 0000 0000 0000 0000 D000 0000 - Bil

ol -

Break On Service Type| Communications Transport Services v| Central/Direct

@ Hide Selection Box % Printer Friendhy Downioad @ user cuide ﬂ Custom

Networx
Summary By Service
G S ‘e'\ January 2008
Communications Transport Services
Billing Level

Bill to AHC: TEQ1 000000000000000000000000
Agency Name: Agency EDM1EFG
BOAC: TESTM
Central/Direct: Central

Contract: Universal
Vendor: Vendor2
Agency Hierarchy Code: TEX 000000000000000000000000
Line of Accounting:

Vendor GSA
PICC Adjustments Adjustments

Usage Usage Monthly Hon- Taxes &
Volume Amount Recurring Recurring Surcharges

USF

service

Aszynchronous Transfer Mode 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Circuit Switched Data 0.0 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00
Combined (local and Long diztance) 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Ethernet 00 0.00 .00 .00 0.00 0.00 0.00 0.00 0.00
Frame Relay 00 0.00 205.94 .00 10.58 48.89 0.00 0.00 {481.98)
Private Line 00 0.00 .00 .00 0.00 0.00 0.00 0.00 0.00
Tol-Free 0.0 213.03 1.291.28 8.041.05 20482 276.98 0.00 {5.00} {1,168.58)
Voice 0.0 41.79 25450 .00 1.79 4.48 0.00 0.00 {2.30)
Total 0.0  254.82  2,651.72  8,041.05 21699 330415  0.00 (5.00} {1,650.82)

Total Networx

o Query by Bill Period,
Vendor, Contract, AHC,
Service Type and
Central/Direct
0 Link from Service column

to corresponding CLIN
Detall report, Usage
Volume/ Amount
columns to
corresponding Call Detall
Summary report, Vendor
Adjust column to Vendor
Adjust report, and GSA
Adjust column to GSA
Adjust report

Charges

0.00

0.00

0.00

0.00

483.25

0.00
8,856.40
400.26
9,738.91

15
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Call Detall Summary repor

Select Report Criteria O S u m m ary Of
Bill Period | Jan 2008 ¥ | Vendor | vendor2 | Contract | Universal AHC [ .TE01 0000 0000 0000 0000 0000 D000 - Bil D < | usage
charges by
@ Hide Selection Box @IPrinler Friendly ﬁngwmuau @ user Guide ﬂf:ustum phone/ Card
Networ number

Service | -Al- v CentraliDirect

A Call Detail Service Summary A
GSA January 2008 GSA
Billing Level
Contract: Universal Bill to AHC: TE01000000000000000000000000 O Query by BIlI
Vendor: Vendor2 Agency Name: Agency EO1EFG
Agency Hierarchy Code: TEQ1000000000000000000000000 BOAC: TESTO1

Line of Accounting: CentraliDirect: Central PerlOd 3y
Contractor PhoneiCard Alloc Dom Average Average  Average Ve n d O r,

Contract Vendor AHC Service CustAcct# SWC  Humber K int C Calls Minutes MinutesiCall Usage CostiMinute CostiCall

c o 0.00 0.00 0.00 0.00 0.00 Contract,

Universal Vendor2 TEO1ABCD Audic C UBIACTED1AB TESTASRNTEQ1 TESTCCANTEO1 TESTNIC1234 5551111231 100 )
Cellulsr/PCS UBICPTEQO1AB TESTASRNTEO1 TESTCCANTEO1 TESTNIC1234 5551111212 100 D c o 000 000 000 000 000 AH C S 1
Outbound UBIVCTEQO1AB TESTASRNTEO1 TESTCCANTEO1 TESTNIC1234 5551111212 100 D c 3 1,681.40 553.30 1483 001 438 b e rVI Ce
TollFree UBITFTEQ1AB TESTASRNTED! TESTCCANTEO! TESTNIC1234 8881111231 100 D 45 12.888.20 418.58 213.02 0.01 472 d C t I/
Voice over IF Transpot  UBIVITEQO1AB TESTASRNTEQ1 TESTCCANTEO1 ELSGCAQ1DES 5551111212 100 ) c 16 17.908 .60 1.119.29 268.27 0.01 18.77 ar.] e n ra
Total TEQ1ABCD00000000000000000000 a4 28,489.20 801.08 498.23 0.01 1.75 D I reCt
TEO1 Audio G il UBIACTEO1EF TESTASRNTED1 TESTCCANTEO1 ELZBNJOSCT1 100 D c 2 47,400.00 23,700.00 1.213.49 003 808.75
Cellular/PCS UBICPTEO1EF TESTASRNTEO1 TESTCCANTEQO1 TESTNIC1234 100 D c o 000 000 000 000 000
OQutbound UBIVETEQEF TESTASRNTED! TESTCCANTEO! TESTMIC1234 0 0 &z 288800 596.00 26.56 0.0t 5.85
TollFree UBITFTEQMEF TESTASRNTED! TESTCCANTEO! TESTNIC1234 w0 o o€ o 0.00 0.00 0.00 0.00 0.00
Voice over IF Transport  UBIVITEQ1EF TESTASRNTEQ1 TESTCCANTEO1 TESTNIC1234 100 ) o 000 0.0 000 0.00 0.00
Tetal TEQ1EFGHO0000000000000000000 5 £0,388.00 10,077.60 1,240.35 0.0z 248.07
Total Universal Vendor2 69 B88,857.30 128779 1,736.58 002 2547
Grand Total 69 B8,857.30 128779 1,736.58 002 2547
1-14
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U.S. General Services Administration

Federal Acquisition Service

CLIN Detall Report

o Detail of charges by

Select Report Criteria CLIN. Lowest level of
Bill Period Vendor Contract | Universal | | AHC [ TED1 0000 0000 0000 0000 0000 0000 - Bil ¥ E2 d . .
ata available in

Service | Frame Relay | centralibirect

@ Hide Selection Box E Printer Friendhye Download @ user Guide ﬂ Custom

Networc o Query by Bill Period,
GSA soen 08 GSA Vendor, Contract,
AHC, Service and

Contract: Universal Bill to AHC: TEO1000000000000000000000000

Vendor: WVendor2 Agency Name: Agency EMEFG C I/ i
Agency Hierarchy Code: TE01000000000000000000000000 BOAC: TESTM entra DIreCt
Line of Accounting: Central/Direct: Central

Orig Term Billing Install Disconn Tax Total

Service Svc Order UBI Qty CiD NIC HIC Period Date Date Usage NRC  Surcharge USF PICC Charge O D OWn Ioad I n CI u d es al I
Universal Contract

Gov't-requested fields
TE01ABCDO0000000000000000000 fro m J ) 1 2 . 4 . 2 (Detal I

01/20/08-

FRS 2825038  UBIFRTEO1AB TESTASANTED! 0000000 20 €  WHTMMOOSUAR 20008 41120108 s0.00 5000 50.00 5000 S4589 5000 5438 e .
Billing File)

FRS 2825038  UBIFRTEO1AE TESTASRNTED1 0044404 2D €  WHTMMOOSUAR Sree otzas 5000 $45287  S0.00 50.00 5000 S0.00 545257

Subtotal for Service FRS £0.00 $452.97 $0.00 $0.00 $48.89 $0.00 $501.68

Subtotal for TEQ1ABCD0O0000000000000000000 £0.00 $452.97 $0.00 $0.00 $48.89 $0.00 $501.68 .

FemErcusossomosonou o Does not include call
01/20/08- .

i . . 5 - cua 120 = 5

FRS 2825098 UBIFRTEO1AB TESTASRNTEO1 0000000 20 c WHTMMOOSUAR 0121008 01/20/08 $0.00 $0.00 $0.00 $10.58 $0.00 $0.00 $10.58 detal I usage

FRS 2825098 UBIFRTEC1AB TESTASRNTECQ1 0044404 20D C WHTMMOOSUAR g:‘:i?l:g:- 01/20/08 $0.00 $452.97 $0.00 $0.00 $0.00 $0.00 $452.97

Subtotsl for Service FRS 5000  $45287  S0.00 1058 S0.00  S000 548255

Subtotsl for TED 1EFGHOD000000000000000000 S0.00  $45287  S0.00  S10.58  S0.00  S0.00  S463.55

Subtotsl for Vendor Vendor2 S0.00  $90584  S0.00  S10.58 34869  S000  $965.21

Subtotal for Universal Contract 30.00 350584 3000 310.58 348 89 $0.00 $965.21 17

Total Charges $0.00 §905.94 50.00 §10.58 $48.69 $0.00 §965.21
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U.S. General Services Administration

Federal Acquisition Service

Conferencing Services report

Detail of usage &
non-usage c_:harges
Select Report Criteria for AUd|O, Vldeo and

Bill Period [ Jan 2008 | v| Vendor | Vendor2 v Contract | Universal | w| AHC | TEO1 0000 0000 0000 0000 0000 0000 - Bil D - | Web ConferenCIng
Sarw(:e CentraliDirect .
services

@ Hige selection Box % Printer Friendly Download @ usercuive H custom

Net_wurx ) O Query by BI”
GSA i GSA Period, Vendor,
Contract, AHC,

Contract: Universal Bill to AHC: TE01000000000000000000000000

Vendor: VendorZ Agency Name: Agency EMMEFG S 1 d
‘Agency Hierarchy Code: TE01000000000000000000000000 BOAC: TESTH erVICe a.n

Line of Accounting: Central/Direct: Central

Central/Direct

Calling
CLIN Card Orig Term Conference Cail Usage Total
CID Service UBI Description  Number Phone Phone ] Date Time Duration Quantity MRC NRC Charges  Tax USF  Charge

0 Usage charges also

TEQ1ABCD00000000000000000000 C  Audio  UBIACTEO1AB TESTASRNTED1 TESTCLIN TEST Desaiption 555 15551111231 10/05/07 00:00 o ] 0.00 0.00 000 20002 0.00 200,02 . .
TEQ1ABCD00000000000000000000 C  Audio  UBIACTED1AB TESTASRNTED1 TESTCLIN TEST Desgiption 1 10/05/07 00:00 o ] 0.00 0.00 0.00 199,00 0.00 128.00 fo u nd I n Cal I Deta.l I
TEQ1EFGHO0000000000000000000 C  Audio  UBIACTED1AB TESTASRNTED1 TESTCLIN TEST Desgiption 1 10/05/07 00:00 o ] 0.00 0.00 508.74 0.00 0.00 508.74 S

TEQ1EFGHO0000000000000000000 C  Audio  UBIACTED1AB TESTASRNTED1 TESTCLIN TEST Desgiption 1 10/05/07 00:00 o ] 0.00 0.00 508.75 0.00 0.00 508.75 u m mary

Subtotal for Vendor: Vendor2 000 000 121349 39302  0.00 161251

Subtotal for Contract: Universal 0.00 0.00 1.212.48 259.02 0.00 161251

Total Charges 0.00 0.00 1,213.49 399.02 0.00 1,612.51

o Non usage charges
also found in CLIN
Detall

18



U.S. General Services Administration

Federal Acquisition Service

Vendor Adjustments report o Detail of vendor

Select Report Criteria .
Bill Period [Jan 2008 v |  Vendor | Vendor2 v | Contract | Universal v AHC [ .TED1 0000 0000 0000 0000 0000 0000 - Bil v o Que_ry by BI”
Service [-Al- ~| centraibirect | central v | Pe”Od, Vendor,
Contract, AHC,
® tice seiection Box S prner Friencly & powniosa™ @ ser Gude 3 custom Service and
Central/Direct

Networx

Vendor Adjustments
GS‘.:\\ J;”il;agr{;?r‘g? GSJ‘»\\ (0] Download haS
additional fields:

Contract: Univerzal Bill to AHC: TEQ1 000000000000000000000000
A ) Vendori Vendor2 Agency Namei Agency E0MEFG O |nV0|ce
gency Hierarchy Code: TE01000000000000000000000000 BOAC: TESTHM
Line of Accounting: Central/Direct: Central N u m be r
Vendor Gov Disp Invoice Orig Term PICC O C h arg e d
" Disp Ho No Date Sve UBI ASRN HIC MNIC CLIN C/ID SvcAdj TaxAdj USFAdj ] Total Adj Explanation

Universal Contract Am O u nt
Vendor Vendor2 H
TEQ1ABCO00000000000000000000 GOVDISPO001 121207 TFS UBITFTED1AB c -55.00 50.00 50.00 50.00 -$5.00 Explanaticn of adjustment O DISpUted
TEM1ABCDOO000000000000000000 GOVDISPO00Z2 1212007 WCIPTS UBIVITED1AB c -3410.28 50.00 30.00 20.00 -$410.25 Explanstion of adjustment Amou nt
Subtotsl for TED1ABCD00000000000000000000 -3415.25 50.00 50.00 30.00 -5415.25 -
Subtotal for Vendor Vendor2 -5415.25 50.00 50.00 50.00 -5415.25 O B I I I Start
Subtotsl for Universal Contract -5415.25 $0.00 50.00 $0.00 -5445.25 O B | I I E n d
Total Adjustments -5415.25 $0.00 $0.00 $0.00 -$415.25

1-8
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GSA

U.S. General Services Administration

Federal Acquisition Service

GSA AdJUStmentS report 0 Detail of GSA adjustments

(for centralized billing)

Select Repoit Criteria

Bil‘lPel'Tocl Jan 2008 % | Vender |-Ak w!| contract |.a w | anc | _TECT 0000 0000 00D 0000 V00D 000D . BE v E2 0 Query by B||| Pe”Od, Vendor,
Service |41 v Contract, AHC and Service

@ wice Setection Boxe 0 Priter Friendly G Downioad @ D User Guide [ cuasee

Networx
G5A Adjustments
GSA Jaruary 2008 GSA
Billing Level

Contract: Uniersal Bill to AMC: TED1 0000C0COD00D0000CEO0000
Vendor: VendorZ Agency Hames agency EU1EFG
Agency Hierarchy Code: TEC1000000000000000000000000 BOAC: TEST
Service:

Line of Accounting:

Acct System Customer Total Agency usF PCC
Service HIC Ho Calls Mimses L4 Lines Lines Alocation  Sve Adj Tax Adj Ay Ad) Total Adj

& Orig Bill
Number  Circuit i [} ASRH Dt

a3l S801234 TESTCIRCUITIOTESY VBIACTES1AR TESTASANTEQIPOP ] aum =) <
vanal = o2 VBALTESTAR L 209 == 355
w3l TE21 o0 Trarag: Qm 1--] 3100
- TES1ABCDOMD LR -1--] 110
«2 TEJ1ABCDOMD! BIALT B TESTASANTEIIP.OPS O T ] a3 1

‘Ewioaoiel TEQ1ABLCOO2D0000000330000000 200 24 o009 -] [1841.82)

Sortotal Usivenal Vangend 200 5 208 B3 (1E41.82)
Total (154137 (20050 000 OO0 [1,3418%

0 Includes shared tenant rebill adjustments for 0 Includes transition credits (identified
service behind GSA consolidated switches by TCR in adjustment reason)*

*Note: Transition Credit reports for Direct Bill will be on the Transition Information Portal (TIP) web site, along with additional 20

Central Billed transition credit reports.



GSA

U.S. General Services Administration

Federal Acquisition Service

Charges by Service report

o Total charges by
AHC and service

Select Report Criteria
Bill Period [ Jan 2008 || Vendor | Vendor2 |» | Contract | Universal |+ AHC | .TEO1 0000 0000 0000 0000 0000 0000 - Bil ~| m i
_ o Partial screen shot —
Central/Direct .
report includes

additional fields for
each service and
subtotals by service
type/ category

@ Hide Selection Box Download @ user cuide ﬂ Custom

Contract: Univerzal

Vendor: Vendor? o Query by Bill Period,

Agency Hierarchy Code: TEQ1000000000000000000000000

Line of Accounting: Contract, Vendor,
Pbip- Nbip- AHC and

s Pls Frs Atms Eths CcmmS Vpns Vpns Voipts Cdns Cips Iptels Ips L2Vpns lpvis IpSub Sonets Ows Dis OpSub Vis N CentraI/DlreCt

TEQIEFGHO0000000000000000000 | 282.07( 0.00]1

0 Download only — no
print option
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U.S. General Services Administration

Federal Acquisition Service

UBI Summary report

Select Report Criteria
Bill Period | Jan 2008 |+ Vendor Contrac‘t| Universal V|AHC | TEO1 ABCD 0000 0000 0000 0000 0000 - Detail Central v‘
Service [-Al- | centraubirect

o Summary of charges by
@HideSaledionBux EPrinterFriendhf Duwnluﬁd @ vser cuide ﬂCustum Vendor Unlque Bllllng

Networx Ident'f'er

GSA Jamary 2008 GSA
Detail Level
Comce s 0 EE2020000000000 o  Query by Bill Period,
Agency Hlerarchsye(;:')ig:TEU1ABCDUDUUUUUUUUUUUUUUUUDU Cemmlmﬂf::;; Eiﬁ:rg? Vendor, Contract, AHC,

Line of Accounting: Serv'ce and
Tau Central/Direct

Contract Vendor Service UBl CID Usage " Surchg USF PICC Charge
Univerzal Vendor2 TEQ1ABCDO0000000000000000000 ACS UBIACTEQ1AB c 0.00 o.o0 0.00 0.00 o.o0 o.oo 0.00
Univerzal Vendor2 TEQ1ABCDO00000000000000000000 CPCS UBICPFTEQO1AB c 0.00 182.08 0.00 0.00 0.00 0.00 163.09
Universzal Vendor2 TEQ1ABCDO00000000000000000000 FRS UBIFRTEQ1AB c 0.00 452.97 0.00 0.00 48.82 0.00 501.66
Univerzal Vendor2 TEQ1ABCDO00000000000000000000 LMRS UBILMTEQ1AB c 0.00 0.00 1,070.00 0.00 0.00 0.00 1,070.00
Univerzal Vendor2 TEQ1ABCDO00000000000000000000 MFS UBIMFTEQ1AB c 0.00 .00 10,700.00 0.00 0.00 0.00 10,700.00
Univerzal VendorZ2 TEO1ABCDO00000000000000000000 MTSS UBIMTTEQ1AB c 0.00 500.00 0.00 105.00 0.00 0.00 605.00
Universal Vendor2 TEQ1ABCD00000000000000000000 NEIP-VPNES UBINITED1AB c 0.00 g99.18 0.00 0.00 0.00 o.00 9913
Universal Vendor2 TEQ1ABCDO00000000000000000000 SCOMETS  UBISOTED1AB c 0.00 3,498.54 0.00 0.00 0.00 o.00 3,498.54
Univerzal Vendor2 TEQO1ABCD00000000000000000000 TFS UBITFTED1AB c 0.00 0.00 8.041.05 0.00 0.00 0.00 8,041.05
Univerzal VendorZ TEO1ABCD00000000000000000000 TWS UBITWTEO1AB c 0.00 167853 0.00 0.00 000 0.00 1,676.53
Univerzal Vendor2 TEQ1ABCDO0000000000000000000 WVOIPTS UBIVITED1AB c 0.00 o.o0 0.00 0.00 0.37 o.oo 027
Univerzal Vendor2 TEQ1ABCDO00000000000000000000 VE UBIVCTEQ1AB c 0.00 100.42 0.00 0.00 0.00 0.00 100.43
Subtotal TED1ABCDO0000000000000000000 0.00 8,390.74 19,811.05 105.00 48.96 0.00 26,355.75
Subtotal Universal’'Vendoi2 0.00 8,390.74 19,811.05 105.00 48.96 0.00 26,355.75 22

Total 0.00 6,390.74 19,811.05 105.00 48.96 0.00 26,355.75




Federal Acquisition Service

U.S. General Services Administration

GSA Disputes report

Select Report Criteria
Invoice Date [ -Al- v | Vendor [-Al-

v | contract[-Al .| AHC [ TED1 0000 DD 000D D000 000D 00DD - Bill

S - |

Service [-All- v | status code [-al- v

Gov Disp No. Range - From | | To| |

@ Hide seiection Box % Printer Frigndty Download @ user Guide ﬂ Custom

Networx
GSA Disputes

GSA

Contract: Universal
Vendor: Vendor2
Agency Hierarchy Code: TEQ1000000000000000000000000
Invoice Date: ALL
Line of Accounting:

Gov Dispute Recorded Invoice
Vendor Contract No Status Date E ASRN Date

Bill to AHC: TEQ1000000000000000000000000
Agency Name: Agency EDEFG
BOAC: TEST01

GSA

Charged Disputed Outstanding Adjustments

Service Type Dispute Reason Amt

Amt Amt Received

Vendor2 Universal GOVDISP0001 Closed Final Disputed <= 815,000 1 7  TEMABCDO0000000000000000000 UBITFTEQ1AB 1212107 Toll-Fres Duplicate billing charges 5.00 5.00 0.00 {5.00)
Vendor2 Universal GOVDISP0002 Closed Final Disputed <= 315,000 12/20/07  TE01ABCD00000000000000000000 UBIVITED1AB 12/12/07 Voice over IP Transport Price not matched in Pricer 780.10 410.25 0.00 {410.25)
Subtotal for Invoice Date 12-DEC-07 765.10 415.25 0.0 {415.25)
Total Charges 76610  415.25 0.00 (415.25)

1-4

Detail of disputes
initiated by GSA
on behalf of the
Agency (for
centralized billing)

Query by Invoice
Date, Vendor,
Contract, AHC,
Service and
Status Code.
Optional filter by
Gov Dispute
Number.

Download
includes
additional fields.
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Federal Acquisition Service

U.S. General Services Administration

Vendor Disputes report

Select Report Criteria

Invoice Date Vendor |-l

. ‘ AHC | .TEQ1 0000 0000 0000 0000 0000 0000 - Bill

O - |

service | -Al-

¥ status Code CentraliDirect

Gov Disp No. Range - From |

@ Hige Selection Box 2 Printer Friendy 00 Dowrload

@ user cuie [ custom

Contract Vendor CentraliDirect

Universal Venderz C

Universal VenderZ ©

Subtotal for Invoice Date 12-DEC-07

Agency Hierarchy Code: TED1000000000000000000000000

Govt Disp# Vendor Disp# Invoice Date Account Number
TEO1ABCD00000000000000000000 GOVDISFOD0T 1

Networx
Vendor Disputes
Invoice Date: ALL

Service Circuit ID

Toll Frae

Voice over IP Transport

Bill to AHC: TE01000000000000000000000000
Agency Name: Agency EOTEFG

ASRN CLIN Orig NIC Term NIC Disputed Amount Dispute Status Billing Period

P-Frice not matched in Fricer

Total Charges

-4

Detail of
disputes as
provided by
vendor in
J.12.5.1
Disputes file

Query by
Invoice Date,
Vendor,
Contract,
AHC,
Service,
Status Code
and Central/
Direct.
Optional filter
by Gov
Dispute
Number.

Download
includes
additional
fields.
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Federal Acquisition Service

U.S. General Services Administration

Update LOA “report” )

All billing report users have view access
|BOAC |- ALL- | m

% Prirter Frigndly Dowvnloand

AHC Starts With: |TE

Contract

Vendor

View AHC Apgency Name BOALC LOA LOADODACC
Name Narme

1 |TE 01 000000000000000000000000 Test fgency TEDM TEO1O0  |Universal

=1 |TE 03000000000000000000000000 Test Agency TEOS TED321  |Universal THIS_CODE_IS_OPTIONAL _AND _AGEWCY-DEFIMNED
_E TE 03000000000000000000000000 Tes Agency TEOS TEQD321  |Enterprize BRE &k OUT BY COMTRACT IF YOUWANT

=1 |TE 05000000000000000000000000 Test Agency TEDS TEOSSS  |Universal Yendor! JOR.BRE A .OUT BY COMNTRACT AMND VEMDOR
_D TE 0300000000000 0000000000000 Ted Agency TEOS TEQZ3S  |Universal Yendor2 HATWOULDYOUTHIMKIF IS AN GOUT OFTIINE

=1 |TE 05000000000000000000000000 Test MAgency TEDS TEOSSS  |Enterprise TESTLOARIT37 57 3—uptol 30characters

Some users have edit access (as approved by DAR Admin)

(0]

AHC Starts With: [TE soac[-aL- v |EX Eprinter Friendly (i Downioad

Edit AHE Agency Name Boac  Contract  Vendor Loa LOADODACC

Name Name

©7 |TE 0 CODODOAODOOONOOAO00O000D | Test Agency TEOT TEQIOO  |Universal

7 |TE rBn000nn00n000nn0ann00n | Test Agency TEDR TEDS21  |Univeral THI= CODE 15 OPTIONZL AND_AGENCYDEFINED 0
7 |TE 03m0000000000Mn000000000 | Test Agency TED3 TEQ21 |Enterprise BIRE £ OUT 5% CONTRACT IF 0L WANT

7| TE cm0nnnnOn000Mnnano00non [T et Agency TEDS TEDS55  |Universal | wendol |OR.BRE AK.OUT BY CONTRACT AND WENDOR
7 |TE 0500000000000000000000000 | Tt Agency TEDS TEDS55  |Universal | Wendor2 [WHATWOLLDYOUTHINKIFISENGOUTOF TUNE
7| TE 05000000000000000000000000__| Tedt Agency TEQS TEG555  |Erterpies TESTLOAIST37370—upiol Scharaders

Line of Accounting (LOA) — an optional, Agency-defined field that appears on reports and IPAC / non-
IPAC statements for central billing, and may be helpful for tracking and monitoring against an
Agency’s approved budgetary resources.

List of
centrally
billed, billing
level AHCs
with
associated
Billed Office
Address
Code
(BOAC) and
Line of
Accounting
(LOA)

Query by
AHC or
BOAC

Approved
users can
edit LOAs
(see slide 26)
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U.S. General Services Administration

Federal Acquisition Service

o LOAIs optional and

Update LOA edit forms Agency-defined

0 LOAs can be assigned:

Edit Existing R d o PerAHC
It EXisting Recor
A o Per AHC and
goncytame Test sy 01 contract (Universal
BOAC TEMIO or Enterprise)
oot o Per AHC, contract
LoA | and vendor
DODACC .
P — 0 Toassignone LOAtoan
— AHC, enter data in the Edit

Existing Record form and
click the Apply Changes

button.

Or

AHC  TEO1000000000000000000000000 . .
Agency Hlame _Test Agency TEO! 0  To assign multiple LOAs to
BOAC TEMO H
an AHC, enter data in the
e Add New LOA for this AHC
Loa| form and click the Create
DODACC |:| button.
0 Changes take effect with

the next billing cycle.

Each centrally billed, billing level AHC has one BOAC and may have zero, one or more 26
LOAs (no more than one LOA per AHC/contract/vendor combination). This form allows
approved users to edit LOAs — not AHCs or BOACs.



GSA

U.S. General Services Administration

Federal Acquisition Service

Break-on option and report tabs

0 Use the Break On
guery options to

Select Report Criteria break your report
Bill Period | ¥TD 2008 Vendor | -Al- * | Contract | -All- | AHC | TE* 0000 0000 0000 0000 0000 0000 - Summa ¥ .
ETHN e » v = into separate tabs,

Break On CentraliDirect :
depending on your
other query

@ Hide Selection Box I@J Printer Friendhy Download @ User Guide

ETRIN Vendort |(VendorZ | selections.
. THIS IS NOT 4 BILL - DO NOT PAY
Networx H
GS""\ Monthly Statement of Account GS“‘\ O Applles tO the .
eummany Lovel MSOA and Service

Summary reports.

: o The Billing

Break On Other Query Option | Result Summary wil

Bill Period Bill Period = YTD Tabs by month automatically show
tabs by month.

Contract Contract = All Tabs by contract _ _
o0 The printer friendly
Vendor Vendor = All Tabs by vendor option will show all
Central/Direct Central/Direct = All Tabs by the tabbed reports.

central/direct 27
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Federal Acquisition Service

U.S. General Services Administration

Report query AHC selector options

o 3 options for AHC selector, depending on how many AHCs you have
o Dropdown list — fewer than 500 AHCs (system default)

o Popup list with filters — between 500 and 2,000 AHCs

o Popup list drilldown with filters — more than 2,000 AHCs

o] How to change your default option

1.
2.
3.

Click the My Account link
Click the Change My Preferences link.

Click the down arrow next to AHC selector
type and select an option.

Click the save button.

When you return to Billing Reports, you'll
see the new AHC selector type.

My Preferences

Common Elements
Download File Format Tab Delimited

Alternative Start Page

Rows per Page
Include Column Headers in Download File
Agency Billing

Default Report | Service Summany b |

AHC Selector Type | Crrop-down {for limited # of AHCs) | % |

28

Drop-down {for limited # of AHCs)
Popup List {' filters)
Popup List Drilkdown (w/ filters)




GSA

U.S. General Services Administration

Federal Acquisition Service

Dropdown list (system default)

Select Report Criteria

Bill Period [ vTD 2008 |+ Vendor Contract | -Al- v | anc [-al- O - |
Break On Central/Direct | -4&ll- w
-Begins With (Enter Start of AHC in Fisld at Right-=}

TE** 0000 0000 0000 0000 0000 0000 - Summary

.TEO1 0000 0000 0000 0000 0000 0000 - Bill

... TEO1 ABCD 0000 0000 0000 0000 0000 - Detail Central
H ...-TE0O1 DEM3 0000 0000 0000 0000 0000 - Detail Direct

o Standard drop down list of values

. TEQY MINQP 0000 0000 0000 0000 0000 - Detail Direct

TEO3 0000 0000 0000 0000 0OO0 0000 - Bil

(0] Works for up to 500 AHCs .TED3 0000 0800 0000 000D 0000 0000 - Detail Central

.. TEQZ ABCD 0000 0000 0000 0000 0000 - Detail Central

... TEOZ EFGH 0000 0000 0000 0000 0000 - Detail Central

0 AHCs appear in the list according to your selections  |-Teo2 1111000 000 000 6000 800 - Detai Drect

.. TEOZ MNOP 0000 0000 0000 0000 0000 - Detail Dirsct

for bill period, vendor, contract and central/direct . TEO3 QRST 0000 0000 0000 0000 0000 - Dtail Direct

0 Choose from summary, bill or detail levels (note: bill
applies to central only)

o Cantype in all or part of an AHC by selecting the
“Begins with...” option

Select Report Criteria
Bill Period | vTD 2008 + Vendor Contract | -4l- ~ | AHC [ -Begins With (Enter Start of AHC in Field at Right-») | Begins | N < | 29
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Popup list with filters

Select Report Criteria

Bill Period | vTD 2008 v Vendor [-Al- | Contract [-Al ~] ac [7£~ 0000 0000 0000 0000 0000 0000 -summary | (A [FERY

elect A dows Internet Explore O 0  AHC list appears in popup window when you click on the arrow to
£l v 8 the right of AHC
Select Agency Hierarchy Code X
[ ek o  Works for up to 2,000 AHCs
AHC Beging With
Includes
Report Type [Z]8il []Detai [7] Summary 0  AHCs appear in the list according to your selections for bill
s 7] Contrl [Z]Drect period, vendor, contract and central/direct
Dizplay - . . . .
N @ o0  Filter your AHC list in the following ways:
TE* 0000 0000 0000 0000 0000 0000 - Summary o Enter all or part of AHC in AHC Begins With field
TE01 0000 0000 0000 0000 0000 0000 - Bl . .
.TE01 ABCD 0000 0000 0000 0000 D000 - Detail Central o Enter part of an AHC in the AHC Includes field
oot 76 5000 1900 1900 1900 0000 - Dot el o Check/ uncheck Report Type: Bill, Detail, Summary
_.TEG4 MNOP 0000 0000 0000 0000 0000 - Detail Direct (note: bill app”es to central on|y)
TE3 0000 0000 0000 0000 0000 0000 - Bl .
_.TEQ3 0000 0000 0000 0000 0000 0000 - Detail Central 0 Check/ uncheck central / direct
TED3 ABCD 0000 0000 0000 D000 0000 - Detail Central .
TE03 EFGH 0000 0000 0000 0000 0000 - Detail Central 0 Select number of records to dlsplay
02 1105 2000 0000 0000 0000 0000 - et e o Click “Go” to refresh the list based on your filters

...TEO3 QRST 0000 0000 0000 0000 0000 - Detail Direct
1-14

0  Click on an AHC to populate the AHC field in the 30
%] close window Select Report Criteria box
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Popup list drilldown with filters

0 AHC list appears in popup window when you
click on the arrow to the right of AHC

o  Works for any number of AHCs

o AHCs appear in the list according to your
selections for bill period, vendor, contract and
central/direct

o  Filter your AHC list in the following ways:

o Enter all or part of AHC in AHC Begins
With field

o Enter part of an AHC in the AHC Includes
field

o0 Select one Report Type: Bill, Detail or
Summary (note: bill applies to central only)

o Check/ uncheck central / direct
Select number of records to display

o Click “Go” to refresh the list based on your
filters

(@)

0  Click on an AHC to populate the AHC field in the
Select Report Criteria box

Select Report Criteria

Bill Period | vT0 2008 |+ Vendor [-Al- |~ Contract [-Al-

2N - |

V|AHC |_E””UUUU 0000 0000 0000 0000 0000 - Summary

Break On Central/Direct

r"f Select AHC - Windows Intennet Explorer
el

Select Agency Hierarchy Code

AHC Begina With

Report Type () Bill ) Detail (&) Summary

Billed [w] Central [w]Direct

TE** 0000 0000 0000 0000 0000 0000 - Summary 10 Ahcs
.TEQ1 0000 0000 0000 0000 0000 0000 - Summary 4 Ahcs
TEQZ 0000 0000 0000 QOO0 0000 0000 - Summary & Ahcs

X | Close Window

=

0  Orclick on the green
number-of-record links to
view the detail AHCs below
a bill or summary level

{Z Select AHC - Windows Internet Explorer
€]

Select Agency Hierarchy Code

AHC Begins With

Bills to AHC |

Report Type () Bill (&) Detail () Summary
Billed [v] Central [w]Direct
Display (Go ]
@ Back

TEO1 ABCD 0000 0000 0000 0000 Q000 - Central
TEO1 DEMZ 0000 0000 0000 0000 0000 - Direct
TEO1 EFGH 0000 0000 0000 0000 0000 - Central
TEO1 MWOP 0000 0000 0000 0000 0000 - Direct
TEQ2 0000 0000 0Q00 0000 0000 0000 - Central

TE03 1111 0000 0000 0000 0OO0 0000 - Direct

o] Click on an AHC
to populate the
AHC field in the 31
Select Report
Criteria box




GSA

U.S. General Services Administration

Federal Acquisition Service

Customized Billing Reports
Options for data analysis

o  Each billing report has a custom icon along
& printer Friendly Dewnload @ vser cuide B custom with print & download

o  Click on the custom icon to access the
custom query functionality

(G2 Reports [ ez vl (ctons]
______ o Each custom report page includes:
0 Search bar
______ 0 Query and format options
Ahc O -x o Data per query and format results

= Senvice Type O -5

Contract Name : Enterprise, Vendor Name : Vendor2

TEO1ABCDO0000000000000000000  SSMT 987 UBIMTTEQ1AB - 0224001 10 - c WASHD(

TEO1ABCDO0000000000000000000  WICP 2816 UBICFTED1AB - 0630009 1 - c HRNDVA

TEO1ABCD00000000000000000000 TITFR 282 UBIFRTEO1AB  TESTASRNTEO1 0000000 2 - C WHTMMC 32
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Customized Billing Reports

Options for data analysis (continued)

- 0  Use the actions menu to:
/5 AHC [TE014BCD00000000000000000000]|[Go) Reports 1. testiz v| [ Actions | — o Select the fields you
=elect Columns want to include
0 Use the search bar to: o Set rre]:port flltbers f
o Set filters for querying the data 7 e 0 dsgfo} a§ er:jurr;;r%ra%erows
o Access saved reports i Rows Fer Pege g
. o Format the report (see
o0 Save your changesin a
@] Flashback new report
0 Reset default options
P sove report o Download data
ASRIl 0  Click on a column header to: Ei
) @ Bk “E o0 Sort on the column @ rese
| o Hide the column -
o Break the column out @ rev
TESTASRNTE(1 as a sub header
TESTASRNTE03 o Filter the data in the =i Download
column 33



GSA

U.S. General Services Administration

Federal Acquisition Service

Customized Billing Reports

Actions Menu - Filter Y rier

-?Filter Filter Type O column (3 Row

Filter Type & column (O Row MName |Service VS or TFS
Column Operator Expression Filter Expression ¢

[anc | [ e | [Te01%4 D="VS ORD=TFS

Columns Functions / Operators

D. RfpSvc b’ =

o  Filter your query on any field E. Ahc -

o Choose from multiple operators depending on the F. Service Type
field selected

. . . G. SvcOrd =
o Filter for multiple data values depending on the o
operator H. | ASRN g v
o0 Choose filter type Row for more complex queries - -
0] Enter a name for your query

0  Select columns, functions and/or operators from
the lists to build your query 34
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Customized Billing Reports

Actions Menu - Select Columns & Format Sub-menu

| Select Columns === Format » 124 St
Do Not Display Display in Report 3'{? o
Rptdats A Service Type V]
Rfp Sve = Swe Order — - _
Expedite Chy vt ot el antrnl Bra
N 2 3Fr s | | E o
Acot Mo aty
Descr » Dom Int - G | e
gl Start { |cm 3 Aignignt
e Tyes & | Tam e =
Alloc Pt A o
Bandwidth b Install Dat b :Iljj ompute
, _ =% Aggregate
o  Select which columns to display
o  Selectthe display order Il chart
==
+ Group By
H )
== Rows Per Page » d
. 0 Select an option from the format menu
: (see next slides for more information)
0  Select the number of rows per page (this is a 35

partial screen shot — you can select more)
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14
L ! n | %® Sort
Colurmn Direction MNull Sorting
Customized Billing Reports | = 2l
2|Cormzct Mame vllﬂscending v||Defau|t v|
A - M F B 3|\éndorName vllﬂscending vllNuIIsﬂlways Last v|
Ctlons enu - Ormat (Cont|nued) 4 [ #oe v || #scending v | Mulls Aways First v |
5|-Select Column - vllﬂscending v||Defau|t v|
__z_ Grﬂup B}‘ E|-Sele01 Column - v||ﬂscending v||Defauh v|
Group By Column
gET 92 [seroeTyve ()3 [CL ] o  Select which fields
Functions Column Label Format Mask Sum to sort by
1 [ Count DIED | |cin count | 593GE93GE9EGIEIGIE0GIE0CTR0 ]
2 [5um EGE v [urc | FIILS52GEE9GI9EGEEGE00000
Control Break
3 [ sum w| [ nre »| [nRe | FIiLS59GE29GI98GE92GE90000 ot statis
o ) 1 | Rptdate v | | Disabled v |
Sort Column Direction Null Sorting
- 2|Contmct Name v||EnabIed v|
1 | v”’.ﬁ:’?: "3 v” Default vl 3 | vndor Name v || Enabled v |
2|2 vll#.s:se':'; vlll:e"sdt vl 4| e v || pisabled |+
3 | 3 L2 | | Azcending | W || Default vl 5 |- Select Column -+ | | Enabled |+
5|-Select Calurmn - v||EnabIed v|
: : 0  Select which fields to
mmarize th tain r tom report
0  Summarize the data in your custom repo break out as sub-headers

o  This example would show the services and CLINs for each
" : o Toggle between sub-
ASRN, with a count and summarized charges per CLIN headers and report fields

0  You can toggle back and forth between your custom report and 36
custom summary
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Action Menu — Format (continuedy and Save Report

~~Highlight

Name |demo highlight

Sequence

Enabled

Highlight Type
Background Color E D [ellow] [green] [kiue] [orange] [red]
Testootorjzseooce | [l teetow freen [l franel pec

Highlight Condition
Colurnn

Operator Expression

<] a0

[ MR ~|[+

o  Highlight cells or rows per your
designated data conditions

0 Choose background and text
colors by clicking on the color box
or link

o Set the data conditions to be
highlighted

B
Compute
Computton -er Compmion - ¥

Column Heading Format Mask
Computation é
5+T=U
Columns Keypad Functions
R. Disconnect Date ad Cly (" |l ABS -
5. Usage = 7 8 9 ADD_MONTHS )
T. MRC 45 |6+ CASE
U. NRC 1|2(3(* CAST
V. TaxSurcharge 0 . I CEIL

e “

Create a computation using column aliazes.
Examples:

1. (B+C)*100

2. INTCAP(BY, WNITCAP(C)

3. CASE WHEM A = 10 THEN B + C ELSE B END

~ 5 |Aggregate
Aggregation | - New Aggregation - |W

Column | *“total less taxes  |%

0 Add column totals or
subtotals

HSave Report

Mame |my report |

Description |descr\p{ion iz Dpt\ona\| |

0 Add new columns based on computations
of existing columns (e.g.., total charges)

0  Select columns and use the keypad to
build the computation

o  Save the report for
later use

37
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Customized Billing Reports
CLIN Detail example

Al L T —— T 0  Your saved report appears 0  Filters, control breaks and highlight
i Saved Report = 'my repor = in a dropdown list conditions appear above the data
:;W , v : o0 Report name also appears o Can be toggled on or off by clicking
7 orig Nlc;n "CHCGIL WASHDC Nl under the tab the CheCk bOX
B Youticiewatooa i v x 0 Can be deleted by o Can be edited by clicking the link
- clicking the X o Can be deleted by clicking the X
5
mrc > 300 | V Ex

Contract Name : Enterprise, Vendor Name : Vendor2

01-JAN-08  TEO1ABCDO00000000000000000000 - UBIMTTEQ1AB  MTSS 987 0224001 10 C WASHDC 20-JAM-08  500.00 0.00 150.00 650.00 500.00
01-JAN-08  TEO1ABCDO00000000000000000000 - UBIMTTEQ1AB  MTSS 987 0224002 10 C WASHDC 20-JAN-08 0.00 000 -45.00 -45.00 0.00
500.00 0.00 105.00 605.00 500.00

Contract Name : Universal, Vendor Name : Vendor2

m‘-JAI:J-ﬂE TEDﬂABCDDﬂDDéDDDDDDDDDDDDDDD - UBIMTTEQ1AB  MTSS 98765446 0224002 0 C WASHDC 20-JAMN-08 000 000 -45.00 -45.00 0.00
01-JAN-08  TE01ABCDO00000000000000000000 - UBIMTTEQ1AB  MTSS 987 0224001 10 C WASHDC 20-JAN-08 500.00 0.00 150.00 650.00 500.00
500.00 0.00 105.00 605.00 500.00
1-40f4
o0 Fields are displayed in the order you set 0 Computed columns and subtotals appear
0 Sub-headers are broken out as you specify as you set them

You have the option to download the data 38

o  First sort is indicated by an arrow next to the o "
in your report (Actions/Download)

field name
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Manage Users Screens

o As an Agency DAR Administrator, you can act as an E-MORRIS
account manager for your Agency (in addition to being an
Agency user)

o View and manage account requests submitted through the
Register Now web form for your Agency Hierarchy Codes

o Create and edit accounts for other users in your Agency

0 Assign AHCs as high as your access allows, or as low as 28
characters

0 You can not provide access outside of your own account
permissions

39
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Manage Users Screens (continued)

0 Use of these screens is OPTIONAL

o If you have E-MORRIS access, you will get a system email
when a user in your Agency requests access through the
registration web form

o0 Approve (or deny) the request via the Manage Users
screens, OR

0 Reply to the email and GSA will manage the request

o If you do not have E-MORRIS access, GSA will forward the
request information to you via email

0 Reply to the email and GSA will manage the request

0 You can also use the Multiple Users registration form
40
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M an ag e U S e r S S C r ee n 0o Manage Users screens available

to Agency DAR Administrators
(and GSA)

mm Billing Reports Manage Users

Manage Users Browse Users Edit Uzer Browse Reguests Create User

Heme > lensgs Users 0  Access the screens by clicking on
the Manage Users tab

Manage User Accounts .
(0] View open account requests,

Open User Requests Password Reset Requests Failed Logen Attempts password reset requests and
yseria Reaucsted ¥ " e Lot o data found other status information
W enother onefagency.gov 01-0CT-08 - {Hours} A
P W new.user@agency.gov —-334z
P emoxzis.accaunseagency.gev -3943 o Click on the icon to the left of an
open user request record to view
Users Who Need to Change Passwords details of that request

ne data found

o  Or navigate among the screens
by clicking on the links
underneath the Manage Users
tab

41
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0 View details of a user
Browse Requests screen con tothe eft of a record

Phome T imvenory | b neports TS 0 You can enter work notes if

Manage Users Browse Users EditUser Browse Requests Create User you Choose

Heome » Manage Users = Browse Reguests

0 Click on the Create Account

Reques‘ts for Account Action
button to create the account

Search| | @
Details
Open  Email Address Narme Siatus Requested H
Email Address another.one@agency.goy (6] CI|Ck on the Deny RequeSt
W another.one@agency.gov Ome, Anocther OFEN 10401708 14:51 N Ancther O
ame Ancther Ons : ’ :
W new.user@agency.gov User, HNew CLOSED|10/01/08 14:47 Address 100 Sage Drive bUttOn If yOU don t aUthorlze
W erorris.sceountlagency . gov|iceount, Emorris |CLOSED|10/01/08 14:45 Yellowstons, WY 9559 the account

Phone §85-555-8050

AHCs Requested TEO1ABCD; TEO3ABCD

Modules Requested Networx Biling 0 CIICk on the Close RequeSt
User's Comments this iz a test request for training .
Work Notes button if, for example, the

request is a duplicate

0 Click the Remove from My

List button if the request is
not from your Agency (this
will flag GSA to investigate)

42
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o Ifyou link here from the Browse
Requests screen, the fields will be

C r eat e U S e r S C r e e n auto-populated with the request

information.

m Ll manage users

U Manage Users Browse Users Edit User Browse Reguests Create User (0] You can Change access (e_g__, IOWer
o level or additional AHCS) or create the
© Retun o rowse age Create New User Account account as requested.
. |
Yeucan rea e USErid. ress |201IET OPo@30EEY 004 | |Access Information 0  Click the Create User button to
t ) || contact nformation Copy Permissions from Another User Account complete account set-up.
A temporary password wi
th:l-nn?g:datgctgjn?\?Lreated. Firstlame |An0ther | Hodet Userid O Update User if Model Updated i X X
T sessuosustie || Lastilame e || o set Permsions mauviauasr 0  The user will get a system email with
the user logs on. Addrzs;hﬂ?lﬁﬂgteﬂrife | Modules [7] 4 cency 5iing Billed [, User ID and password
ity | Velowstons DAgenc}f NIN DCentral
the fislds have e State Oloirect . .
filled for vour c ience Zip Vendors Vendor1 0 YOU Can add Optlonal teXt tO that emall
Prone [sessssote0 | . . Mvenderz by entering it in the box provided
gency [TegqA5C0: TEOZA ontracts 7] ., R R
Al Email | Hle(r;.rdcg‘; FUIASED TERABED gu:iverzal (nOte: it will be the same font as the
Comments s s atest request o Centerorise email, so you might want to surround
it with asterisks (*****),

4] cose Regstraton Reauest 0  You can also use this screen to create
Attach this Additional Message to the Email to the User a user account Wlthout Startlng from a
registration request. 43
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Browse Users screen

0 Once an account has
been created, a record

[ Home | Inventory | Billing Reports |JUFTFEEITR A appears in the Browse

Manage Userzs Browse Users EditUser Browse Reguests Create User UserS I|St

Home = Msnsge Users = Browss Usars

0 You can click on the icon
Browse User Accounts to the left of a record to
edit the account

Search| |Disp|ay|'f vl @
Edit Userid Name Locked Disabled Password Age Model
W enocther . cne@agency.gov One, Another u w 0 days 2 0 You Can SearCh by a” Or
W emorris.esccount@aegency.gov|Aiccount, Emorris N N 13 days " part Of a. USGI’ ID OI' Name
W emorris.userfagency.gov User,Emorris w w 13 days 2

new.user@agency.gov User, New N N 13 days "
?_ o You can sort on a column

4

by clicking on the column
header

44
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Edit Users screen

Home > Manage Users = Edit User

@ Return te Browse Page

Tasks for Another One

Reset Password

Remove User

Edit Notifications

Edit Preferences

Make Model User

Tranzfer Uzer Management
Copy U=er

Status of Account

Pazzword changed 0 days
ago

Last legen 0 days age
Mew - user has not logged
on

Pas=zword rezet request
expires in 1418 hours

m Billing Reports Manage Users

Manage Users Browse Users  Edit User Browse Reguests  Create User

Edit User Account for another.one@agency.gov

Userid
another.one@sgency.gov
|Email Address) wEeEey e

Contact Infoermation

First Name |4nother

Last Name |0ne

Address |1EID Sage Drive

N
State
Phone

Alt. Email |

Comments |this is a test request for

training

Access Information

Copy Permissions from Another User Account

Model Userid —
D Update User if Model Updated

Or, Set Permissions Individually

Modules [J] 4 gency siling Billed ] 4
[ agency i O eentral
Ol pirect
Vendors [Mlvendort
Ven:lorE
Agency (TEp1ABCD Contracts AII
Hie(rjir;g: TERRABCD Cuniversal
DEnt&rpriae

Select a User ID to view an account
record (or link here from the Browse
Users screen)

Edit POC or access information

Click on links in the task box to:

0 Reset password — optional,
since any user can reset using
the Reset Password button on
the home page

0 Remove User — delete or
temporarily disable an
account, as needed

o Edit Notifications or
Preferences — optional, see
slide 8

0 Make Model User — optional,
use same permissions for
subsequent accounts

o Transfer User Mgt — send
account back to GSA, if
needed

45
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E-MORRIS Help and Contact Info

o Contact Us link — FAS Billing Help Desk Info
o0 Phone: 1-877-944-8677 (toll free)
o Email: fasbilling.help@gsa.gov

o User Guide link
0 Detailed user guides (depending on access)
0 E-MORRIS presentation — training overview (public access)

0 Reset Password button
o0 Web form for automatic password reset

0 Request Assistance button
o Web form for requesting assistance (other than password resets)

46



